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JOB DESCRIPTION 
MURFREESBORO WATER AND SEWER DEPARTMENT 

NIGHT WATCHMAN 
 
 

1. JOB TITLE:  NIGHT WATCHMAN 
 
2.  DEFINITION: This is a skilled position performing watchman, clerical, and custodial 

duties. The position’s function is to perform office activities after normal business hours and 
occasionally on weekends and holidays as required. This position reports directly to the 
Superintendent. All employees are responsible to the City Manager. This employee is 
primarily responsible for responding to telephone calls after normal working hours and on 
weekends and holidays in a professional manner as related to a municipal water and sewer 
department. This position is classified as Non-Exempt for the purpose of the Fair  Labor 
Standards Act, as having no significant occupational exposure to bloodborne pathogens and, 
as Non-Safety Sensitive; the employee will be subject to reasonable suspicion, post accident, 
return to duty and follow-up drug and alcohol testing.  

 
3. EQUIPMENT / JOB LOCATION: 

a.  The position requires the use of various communication devices,  mainframe and  
  personal computer, security equipment and other standard office equipment. 

b.  The job location is the Operations and Maintenance Facility. Work is generally  
  performed indoors although occasionally outdoors work of a general nature may  
 occur. 

 
4.  ESSENTIAL FUNCTIONS OF THE JOB: 
 a. Keeps office premises in clean and orderly condition. 
 b. Responds to all phone and radio calls after normal office hours, weekends and  
   holidays. 
 c. Notifies and dispatches Staff to respond and resolve problems identified through the  
  phone calls. 

d. Monitors the facility’s security system. 
 e. Maintains departmental log of phone calls and responsive action taken. 
 f. Makes regular rounds of the department’s storage areas. 
 g. Performs general office duties as assigned, including typing and data entry. 

h. Posts materials used and unit cost into the mainframe computer or personal computer. 
i. Sits, stands stoops and walks intermittently. 
 

5.    ADDITIONAL EXAMPLES OF WORK TO BE PERFORMED: 
 a. Assists with filing. 
 b. Performs other duties and special projects as assigned. 
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6.   REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
a. Must be at least eighteen years of age. 
b. Must possess a diploma from an accredited high school or have attained the 

equivalent GED. 
c. Must have legal authorization to work in the United States. 
d. Ability to communicate with the public. 
e. Ability to obtain sufficient information from public calls and accurately relay this 

 information to other personnel. 
f. Possesses working knowledge of personal computer, Windows, Microsoft Word 6.0, 

 Excel and Access, photocopy machines, multi-line telephone and inter-office 
 communication system. 

g. Ability to type 35 wpm preferred. 
h. Ability to perform mathematical calculations with fractions, decimals, percentages 

and the metric system. 
i. Must be able to comprehend both oral and written instructions and to communicate in 

 English, both orally and in writing. 
j. Ability to report for work on time and perform the duties of the job for a complete 

 work day. 
k. Ability to establish and maintain effective working relationships with supervisors, co-

 workers and the public. 
l. General working knowledge of, or the ability to learn, the operation of a municipal 

 water distribution and wastewater collection system. 
m. Ability to exercise independent judgment within the limits of the position. 
n. Ability to concentrate and accomplish task despite interruptions. 
o. Ability to perform tasks simultaneously or in rapid succession. 
p. Possesses the ability to perform occasional overtime with some holiday and weekend 

work required. 
q. Physical strength and dexterity requirements are, but not limited to the following: 

  a. Manipulate both medium and small object while reaching, walking, stooping or  
   bending over uneven surfaces or carrying moderately heavy (5-15 pounds)    
   items and occasionally very heavy ( 40 pounds or over) items. 
 r.  Possesses physical and mental ability to work independently. 
 s. Knowledge of or ability to learn Occupational Safety Hazards and appropriate safety  
  precautions and procedures. 

 
 
 
 

Non-Exempt 
Non-Safety Sensitive 
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